%Califomia Department of Mental Health

Data Collection and
Reporting (DCR) System

Approver Designee Training




Example: INTERIM DCR APPLICATION

= @https:,ifmhhtitws‘:ahwnst‘guvf\twsp’dcrfdefault.asp A G0 Links ** @
DCR Application (e
Chaose a farm: | 2a-Transition Age Youth PARTNERSHIP ASSESSMENT FORM (RAF) [+
l(al\lulull OCEFAETMEND OF A~
AMental Health ravese ]
6/2106
FULL SERVICE PARTNERSHIP
Transition Age Youth Parthership Assessment Form
FOR AGES 16-25 YEARS
PARTNERSHIP INFORMATION
County Number (Sl County Client Number Unique County ID (optional)
Youth’s First Name Youth’s Last Name
Partnership Date (mmddyyyy) Youth's Date of Birth (mmddyyyy)
Who referred the youth? (mark one)
) Self () Mental Health Facility / Community Agency (O Juvenile Hall / Camp £ Ranch #
California Youth Authority
O Family Member e g., parent, guardian, () SBocial Services Agency
sibling, aunt, uncle, grandparent)
O Significant Other () Substance Abuse Treatment Facility £ Agency LAaliehrsol [v]
ne 2 @ Internet




Example: ENHANCED DCR APPLICATION

(available late Summer 2006)

Department of Mental Health
MHSA Data Collection and Reporting

John Doe
Sacramento County

Search for

—

Home
TS Home
DCR Home

. WS H Log out
Home  Parnerships  Reports  Admin Contact Us e

System Messages

mesage T,

DhiH - Latest Mews from DiH 5/26/2006
D - Mew DCR training 5/16/2006
ito - Latest news from Sacramento Count 5/9/2008

30 Day Key Event Notification|s)

Wiew All
Pasnscame | County PSP1D—|CS1Number— Partnaniip Dats — Tiggsstats | Daye Pt T |
Adarnsa, Adam FSP1970525 1970525 044132006 05/13/2006 13
Adarnsh, Brian FSP2000525 C2000525 047232006 06/23£2006 3
Adamsc, Chris FSP1997525 C1957525 04/22£2008 06/22/2008 4

Quarterly Assessment(s) Due

Wiew All
Pasoscime | Counry ESP |1 Humbsr—|ParnsnipDats—J0us hats Doy PaxtDus |
Adarnsa, Adam FESP1870525 1970525 0241242006 054122006 14
Adarnsf, Fred FSP1973525 C1973525 0241372008 0541372008 13
Adamsg, Greg FSP1876525 C1976525 02/14/2008 051142008 12
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County Certification Process

Complete FSP Outcomes training
Submit ESP 1D Cedes toer DMH

Complete Approver Designee liraining

Your county will be certified once you have completed the above.



5 Steps to Set-up ITWS Security
Access to the DMH DCR System

Step # 1: County Director designates the Approver
Designee(s) with the County Approver
Certification form

Approver Designee(s) Enrolllinte the DVH
ITWS

Creating a Master Group

Enrelling Other Counity, Users interthe
WS Sy/stem

Approving Pending Reguests; fior MHSA
Sy stem Membership

Once certified, the Approver Designees need to follow the steps outlined above.



STEP # 1

Designate the
Approver Designee(s)

G0 16 the INWVSWWelsIte:
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#1 Information Technology Web Services - Microsoft Internet Explorer [__]@]

File Edit Wiew Favorites Tools Help

Qeack ~ &) i) SEarch 7 Favorites 69 s - B

ddr€ss €] htips:/fmbhitws. catwnet.gov/ )
T

Information Technology Web SErvices
What's New
NEW The ITWS web site maintenance schedule
Created: 7/10/2006 10:1* ~~ ***

The ITWS web site will be unavailable on Friday, Ju Sg|ect the “Support” Menu Option
July 15 2006, 7:00 PM PST due to maintenance. PP P o ] vl |

[v] GD Links &Y

ITWS Login

Usernarme:

Forgot your Usernarme or Password?

We apologize for any inconvenience. If you have any questions, please contact ITWS help

desk at ITWS@dmh.ca.gov.

Important Notice for Microsoft Windows XP Service Pack 2 Users
Created: 10/6/7004 3:41:00 PM
Ifyou have installed the Windows 3P Service Pack 2 (SP2); or, are considering mstalling it, please read the following
notice

XP SP2°s new secunty features do not restrict the finctionality of the ITT'WS. Howewer, certain functions will require
additional confirmation steps. To maintain the same level of secunty and elmmate these extra steps, we recommend adding
the ITW 3 as a trusted site m your browser setiings. For addinonal mformation on ITW S compliance with 2P SP2 and on
adding the IT'WS as a trusted site, please click here to review the Online Techmeal Support ttem called “3F P2 - Tnd
vou notice the Information Bar?”

For any questions or problems, please contact the IT'WS Admimistration at 16-654-3117.

Thiz site is best viewed with Internet Explorer version 5.5 and above
H@znm California Department of Mental Health, Infarmation Technology

For Security Information, click on the padlock

& =1E ] I”‘ﬁMUnday, July 10, 2
= = —

TO BECOME APPROVED AS AN APPROVER DESIGNEE:

Go to the ITWS website https://mhhitws.cahwnet.gov/




3 Information Technology Web Services - Microsoft Internet Explorer

File Edit View Favorites Tools  Help ;'
Qiack ~ O - M B (0 Oseach FrFavorites £ (U ia -0
Address ‘@ https:f/mhhitws, cahwnet govideFault, asp V‘ Go | Links * @ -

Informatian

Information Technology W _ orgetrour Password?

What's New Comment Form ITWS Login
Important Notice for Microsoft Windows XP Service Pack 2 Users Contact WS me: l:l
Created: 10/6/2004 3:41:00 PM Online Technical Support d I:l
If you have installed the Windows I Service Pack 2 (SP2); or, are considering installing it, pl are

notice

Login | Enroll

ne or Password?

you notice the Information Bar?”

Select “DMH A

For any questions or problems, f .o - ocoeee oo o

This site iz best viewed with Internet Explorer version 5.5 and ahove.
H@zuu« California Department of Mental Health, Information Technology

For Security Information, click on the padlock

&] hitps:{/mhhitws. cahwnet.gov/docs{publicfauthfarms asp S @ Internet

Under the “Support” tab, click on “DMH Approver Certification Forms.”



File Edit Wiew Favorites Tools  Help w
Qback ~ O - [H & 8 O search Favorites  47) - - [}

Address ‘@1 https:f fmbhitws, cahwnet. govidocsipublic/ authfForms asp

DMH Approver Certification Forms

The following forms are meant for use by the various approving personnel. To enroll in ITVWS as a "user”, please press here

Each county, vendor, business partner, and DWMH employes is authorized specific access within the Information Technalogy Web Sewices (ITWS). Each entity (county,
state department, etc.) has one or more individuals identified as "approvers” who have the authority to authorize ITWS access for people with whom they wark. These
individuals are, for exarnple in a county, appointed by the county mental health director.

Every individual with access to the ITVWS, therefore, has approval from a duly autharized person at their place of employment. Security randates that this protocol be
continued for all entities that may have rights to view data on the ITWS,

An approval form has been created for each entity. Please select the appropriate one, read the general descriptions and download the appropriate form. Each form
saves in Acrobat ( pdf) format

Please note there are specific guidelines for the appropriate use of confidential infarmation. These are summarized in DI Letter 95-02

Title

Anprover Forms

Form

This form is for use by county representatives to authorize county employees access to ITWS application(s). It is to be certified by
the County Mental Health Director. The form asks for two "approvers” and any appointed vendaors to be listed. ¥When complete, fax the

County Approver form to (916) 654-3007. It will remain in effect until a revised form is submitted.

i
ertification Form MH3273. pdf
This farm is for use by vendor representatives to authorize vendor employees access to ITWS application(s). The respective county
on its County Approver Certification form MH3273 must acknowledge the vendor. The vendor form is to be certified by an executive
officer of the arganization. The farm asks for two vendor "approvers”. When complete, fax the form to (916) 654-3007. It will remain in
\endor Anprover effect until a revised form is submitted
e Form MHAZE8.pdf
The abjective of this certification form is to permit the wendar to manage its own employees' access to [TVWS without having to obtain
permission from the county on an individual-by-individual basis.
This form is for use by non-county erganizations (not county vendors) to appoint their authorizing personnel. For example, other
Business State departments, DMH hospitals, and private arganizations may use it. When complete, fax the form to (916) B54-3007 It wil
Partner remain in effect until 2 revised form is submitted Farrn MH3254 pef
Certification P
&] Done S & Internet

Select the County Approver Certification (Form MH3273.pdf)




pprover Certification
0100

or Access to Confidential Mental Health Information

e Print a copy of the
County Approver
Certification Form

e Complete the sections
highlighted in yellow

Appainted Vendor{s): (1f applicable)

» Have the County Mental
Health Director sign the
COMPLETED form

e Fax the completed form
to the DMH ITWS at
(916) 654-3007

County Mental Health Director (g mnd practnl

Fill out the required information:

County

Primary and Secondary Approver

Under Mental Health Systems, check Mental Health Services Act (MHSA)
Have your County Mental Health Director sign and date the form

Fax completed form to the DMH ITWS at (916) 654-3007.

You will receive an email from ITWS once your account has been approved.

*Note: Your MHSA ITWS account cannot be approved until your county has been
certified.

10



What does DMH do with the Approver
Designee form once it is received?

1.DMH enters the Approver
Designee’s information into the
ITWS System.

2.DMH contacts the Approver
Designee via email to let the
Approver(s) know that they are
approved.

11



DMH ITWS staff establishes the user account for the Approver
Designees (email confirmation sent to enrollee)

Subject: ITWS: Approver Status

You are receiving this message for one of three reasons:

1) You have been added as an approver with authority to approve certain users for access
to the ITWS system, or

2) Your status as an approver on the ITWS system has changed through the addition or
deletion of systems you are authorized for, or

3) Your approver status has been audited for accuracy.

If you have not already done so, please review the appropriate confidentiality statements and
ensure you fully understand your responsibilities before exercising this authority.

You have approver authority for the following organizations and data systems:
34 - Sacramento County - MHSA

If you leave this position or no longer need this authority, if any of the enrolled users you have
approved leaves or no longer needs access to this data system or ITWS, please notify us at

itws@dmbh.ca.gov.

ENROLLING AS AN APPROVER DESIGNEE:

Once your request has been processed, you will receive the above email.

When you have received this email, you are now ready to ENROLL as a user into
the ITWS.

12



STEP # 2
Approver Designee(s)
Enrolll into the

DIMIE IS

GO to the WS website:

bRSE/ /i RiWSICaIWRE ROV

AS AN APPROVER DESIGNEE, YOU MUST ENROLL YOURSELF AS A USER
TO ACCESS THE ITWS.

Do NOT enroll until you receive an email confirmation (see previous slide) that your
request to be an Approver Designee has been processed.

13



Two ways to enroll into ITWS:

1. Enroll as a NEW user

2. Enroll as an EXISTING user

14



Enrelling as a
WS User,

Go te the WS website:
bRSE/ /i RiWSICaIWRE ROV

15



#1 Information Technology Web Services - Microsoft Internet Explorer [__]@]

File Edit Wiew Favorites Tools Help

Qeack ~ &) i) SEarch 7 Favorites 69 s - B

ddr€ss €] htips:/fmbhitws. catwnet.gov/ ) [VIGD Links &Y
—

Information Technology Web Services
What's New ITWS Login

NEW The ITWS web site maintenance schedule Usernarme:
Created: 7/10/2006 10:14:00 AM

® d!
The ITWS web site will be unavailable on Friday. July 14 2006, from 7:00 PM until Saturday, | 5
July 15 2006, 7:00 PM PST due to maintenance. . 2 .
Sernarme DT o

Forgot your

We apologize for any inconvenience. If you have any questions, please contact ITWS help

desk at ITWS@dmh.ca.gov.
Important Notice for Microsol « -
aestedi 1. Select “Enroll” if you are a NEW ITWS User
Ifyou have installed the Windows 3P Service Pack 2 (SF_,, _, __ . __ e e gy
notice

XP SP2°s new secunty features do not restrict the finctionality of the ITT'WS. Howewer, certain functions will require
additional confirmation steps. To maintain the same level of secunty and elmmate these extra steps, we recommend adding
the ITW 3 as a trusted site m your browser setiings. For addinonal mformation on ITW S compliance with 2P SP2 and on
adding the IT'WS as a trusted site, please click here to review the Online Techmeal Support ttem called “3F P2 - Tnd
vou notice the Information Bar?”

For any questions or problems, please contact the IT'WS Admimistration at 16-654-3117.

Thiz site is best viewed with Internet Explorer version 5.5 and above
H@znm California Department of Mental Health, Infarmation Technology

For Security Information, click on the padlock

& =1E ] I”‘ﬁMUnday, July 10, 2
= = —

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

On the ITWS website (https://mhhitws.cahwnet.gov) click on the enroll button.



2 [TWS Enrollment - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help e
@6Back ~ ) - [¥] & (8 O search <7 Favortes £ - - B
Address ‘ﬁj https:ifmhhtibws. cahwnet. govfenrallfdef ault. asp?Page=1 v‘ Go Links @ -

Enraliment

ITWS Enrollment

|step 1: Deseription of Enroliment Process|Step 4: Approvers and Optional Fundtians
Step 2: Enter User Information |sten 5: verify Information and Submit
Step 3t Select Memberships |step &t Submission Confirmation and Final Steps

The Information Technology Web Sewvices (ITWWS) for the Department of Mental Health (DMH) provides a secure environment for the transfer of confidential data

Enrollment into the ITWS is very specific as to the individual, there are no generic logons. Written permissions are required in order to access data and only those specific
data systems granted by your approving authority are made available.

To protect information, the ITWS has four levels of security: senver cedificates, user 1D, user password and SSL-128 bit encryption

An applicant to the ITYWS must locally print, sign, obtain approval, and fax the enrallment request form to DMH. Applicants will receive e-mail responses as to the status of
their request.

The enrallment request farm will be produced electronically upon completion of the following enroliment screens. Applicants select their own Username and Password.
Once enrollment is complete, additional systems may be added. Enrollment and use of the ITWS requires the Microsoft Interest Explorer browser.

In addition to the handling of files, you will be able to view and download systegadgeumentation. Please review the Support Page for additional infarmation

This site is best viewed with Internet Explorer wersion 5.5 and above.
“@20“ California Department of Mental Heslth, Infarmation Technology

&] Done S & Internet

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Carefully read all the information on this screen and click on “Next” to continue.



2 [TWS Enrollment - Microsoft Internet Explorer

File Edit View Favorites Tools  Help ,’
Qsak - & - M ) & P scach FrFavortes £ (- & OB
Address ‘@ hittps:f fmhhtitws. cabwnet. govenrollfdefaulk. asp v‘ Go | links ® @ -

Enraliment

ITWS Enrollment

|step 1: Description of Enrollment Process|Step 4: Approvers and Optional Fundtians
Step 2: Enter User Information |sten 5: verify Information and Submit
Step 3t Select Memberships |step &t Submission Confirmation and Final Steps

*Fields in GRAY are optional

i 3
st ]
Title | |
UserType [selectatype  v|Help?
Qrganization: '1’
Street Address | |
City / State  Zip | Jfce ] | > Enter User Contact Information
Phone d:b l:l Ext l_
Fax (’7) ’7

Ernail | |
Username l:l Username must be 645 characters long and can only contain:
A-7 0-9, _(Underscorel - (Dash), or . (Period).
Password |:| Password Requiremeits:
® Must be ot least & chgracters.

Re-Type l:l # Must be re-entered sftactly as typed hers during login
Password * Password is case #nstive
Back | Cancel

This site iz best viewed with Internet Explorer version 5.5 and ahove.
H@zuu« California Department of Mental Health, Information Technology

&] Done S & Internet

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Enter your information on this screen, all fields are required (except shaded areas).



Under “User Type,” MHSA system users

can only select ‘County Employee’ or
'‘Direct Provider for DMH.’

User Type: Select a type bt

Select a type

Evaluator

State Business Partners
State Contractor

State Hospital

Yendor

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Under User Type, MHSA system users can only select one of the following:
1. County Employee or
2. Direct Provider for DMH

19



Under “Organization,” select your

-Inyo
-Kern
-Kings

- Lake

- Lassen

- Los Angeles
- Madera

- Marin

- Mariposa
- Mendocino
- Merced

- Modoc

- Mona

- Monterey
- Mapa

- Mevada

- Orange

- Placer
-Plumas

- San Bernardino
- San Diego

- San Francisco

- San Joaquin

- San Luis Obispo
- San Mateo

- Santa Barbara
- Santa Clara

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Under Organization, select your county.

20



Selecting an ITWS
Username & Password

USERNAME
¢ Select a username that is easy for you to remember.

¢ Username must be 6-15 characters long and can only.
contain A-Z, 0-9, (underscore),- (dash), or .
(period).

PASSWORD
¢ MUust e at least 6; characters | length.
¢ Password is case sensitive.

¢ Select a passwordl that Is easy’ te remember. At this
time, only: the DMEIWS helpdesk [(O16) 654-3117]
will“loe able te) reset your passwaerd fer yeul

21



2 [TWS Enrollment - Microsoft Internet Explorer

File Edit ‘View Favorites Tools Help 'l'f
Qsak - & - M ) & P scach FrFavortes £ (- & OB
Address ‘@ hitps:f{mhhtitws, cahwnet, govjenrallidefault. asp "‘ Go | Links ¥ @ -

Enraliment

ITWS Enrollment

|step 1: Description of Enrollment Process|Step 4: Approvers and Optional Fundtians
Step 2: Enter User Information |sten 5: verify Information and Submit
Step 3t Select Memberships |step &t Submission Confirmation and Final Steps

*Fields in GRAY are optional

Title |Research Analyst

User Type: | County Employee | Help?

Qrganization: |34 - Sacramenta ¥ Help?

Street Address: | 1600 Oth Street |
City / State / Zip: |Sa|:ramentn “QESEE |
Phone: (916 ) [654-3685 | Ext
Fax: 1
Email |minerva‘reyes@dmh.:a‘gnv
u Username must be 6-15 characters long and can only contain:
EElEIEy reves #-7,0.9, _(Underscore), - (Dash), or . (Period)
Password Password Requirements:

® Must be ot least & characters.

Re-Type # Must be re-entered exactly as typed hers during login
Password P M is case sensitive
5 Cancel

fest viewed with Internet Explorer version 5.5 and above.

204 California Department of Mental Health, Information Technology

Click “Next” once the user’s contact information has been entered.

&] S & Internet

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Enter your information on this screen, all fields (except the shaded fields) are
required.



2 [TWS Enrollment - Microsoft Internet Explorer

File Edit ‘View Favorites Tools Help
@6Back ~ ) - [¥] & (8 O search <7 Favortes £ LY - B
Address ‘@jhttps:ﬂfmhhtitws.cahwnet.govﬂenro\\p’default.asn?Page=3 V‘ GD Links ** @ -

ITWS Enrollment

|step 1: Description of Enrollment Process|Step 4: Approvers and Optional Fundtians
Step 2: Enter User Information |3ten 5: verify Information and Submit
Step 3t Select Mamberships |step &t Submission Confirmation and Final Steps
DMH | aDP
Systems

admission/DischargesTransfer Data System
Client and Service Information System
County Financial Reporting System

Healthy Families Program

In-Patienk gk

MREktutians for M —
Mental Health Se { >

Performance OuLcom| uality Improvement
Pravider f Legal Entity

Short-Doyle/Medi-Cal Claims - EOB (for DMH)
Statistics and Data Analvsis

Therapeutic Behavioral Services

(] Check hox to get g Infarmation and M access onl

© iz best viewed with Internet Explorer wersion 5.5 and above.
©2004 California Department of Mental Health, Information Technalogy

Click “Next” once the “Mental Health Services Act” system has been selected.

&] Done S & Internet

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER
Under DMH Systems, select Mental Health Services Act (MHSA).

NOTE: DO NOT CHECK the box that says “Check box to get System Information
and Messages access only”

Click NEXT.



2 [TWS Enrollment - Microsoft Internet Explorer

File  Edit  View

QBack ~ O

Help

M &) ) P search FrFavorites € (- i OB

Address ‘@ https:f fmhhtitws, cahwnet, govienrollfidefault asp

v Beo ks ? &

Enraliment

Approvers

Organization

34 - Sacramento

Login
ITWS Enrollment
|step 1: Description of Enrollmant Process|Step 4: Approvers and Optional Fundtians
Step 2: Enter User Information
Step 3t Select Memberships

|sten 5: verify Information and Submit
|step &: Submission Confirmation and Final Steps

System

Approver
Mental Health Semices Act (MHSA)
Choose one or more Functions: Your cou nty approvers ’
DR Appication names will appear here
DCR Application (Interim) p p :

DCR Download
DCR Upload

004 California Department of Mental Health, Information Technelogy

Check the box for the functions that you want to access and click on “Next.”

&] Done

S & Internet

Click NEXT.

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Under System check the functions which you need access.

24



Mental Health Services Act (MHSA)

Choose one or more Functions:
DCR Application

DCR Application (Interim)
DCR Download

DCR Upload

DCR Application & DCR Application (Interim)
— allows access to the DMH DCR

DCR Download
-download data from the ITWS that were
entered into the DMH DCR (XML format only)
—-download specialized reports created by DMH

DCR Upload
— upload data collected locally to the DMH DCR
via the DMH ITWS (XML format only)

25



2 [TWS Enrollment - Microsoft Internet Explorer

File Edit View Favorites Tools  Help f
@6Back ~ ) - [¥] & (8 O search <7 Favortes £ LY B
Address ‘ﬁj hittps:f fmhhtitws. cabwnet. govenrollfdefaulk. asp v‘ Go | links ® @ -

Enraliment

ITWS Enrollment

|step 1: Description of Enrollmant Process|Step 4: Approvers and Optional Fundtians
Step 2: Enter User Information [sten 5: verify Information and Submit
Step 3t Select Memberships |step &t Submission Confirmation and Final Steps

Step 2: User Information
User Type: County Employes
Usemame: MREYES
Mame: Minera Reyes
Title: Research Analyst
Organization: Sacramento
Address: 1600 9th Street
City/StateiZip: Sacramento, CA 95828
Phone: (918) B54-3685
E-Mail: minerva.reyesi@dmh. ca.gov
Step 3: Selected Memberships
Systems: Mental Health Senices Act (MHSA)
Step 4: Approvers and Optional Functions
34 - Sacramento - Mental Health Serices Act (MHSA): MHSA Appraver 34

@ e,

This site is best viewed with Internet Explorer wersion 5.5 and above.
“@20“ California Department of Mental Heslth, Infarmation Technology

&] Done S & Internet

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER
Review the information you have entered carefully and make any necessary edits.

If everything is correct, click on the Submit button.



&) https:/imhhtitws.cahwnet.gov/enroll/default.asp?Page=6&Button=Submit - Microsoft Internet Explorer l._]@]ﬂ
I
U

File Edit ‘iew Fawvorites Tools  Help

QBack » ) - [¥] [ @ O search Favorites 4% LY - B
Address |&] https:fmhhtitws. cahwnet. govjenroldefault asp?Page=6EButton=Submit B ks > @
] Fop-up blocked. To ses this pop-up or additional options click here... X

ITWS Enroliment Request 4
User
Usemame: TESTMHSA
User Type: County Employee
Name: testmhsa testmhsa Please Print, Sign, have Approved and Fax
to (916) 654-3007

Title: Testing user
(State Dept. of Mental Health He)

Organization: Test County « CONTINUE (CLIGI TO ERIN
Address. somewhere s MORE INFORMATIOMN i
City/State/Zip: sacramento, CA 95818 ¢ RETURN HOME Sl g n yOU I name as
Eh 916) 555.2934 (The contact person acknowledges having read DhH [ ”
R (916) Letter Mo. 9902 regarding Confidentiality of Client th e User'

E-Mail: traci.fujita@dmh.ca.gov Information.)

Mozilla/4.0 (compatible: MSIE 6.0;

Windows HT 5.1; SV1; .HET CLR 1.1.4322) .
Enrallment 7,41.2006 10:37:59 AW Sig I"I‘ YL am? as
el the “Approver.

Browser

User Signature Date

testmhsa testmhsa

WRITE: “I am an Approver

Organization Approver Signature Date Designee fOf‘ [wr.inre your
69 - Test County David Garske Coun.ry name her‘e] Counfy,
e please link my Approver
System gﬁ:;i::: I;)"ym Date  Commer ACCOU“T 1-0 my User.
POQI | Perfarmance Qutcomes and Quality Irmprovernent Data System Accoun‘r_ "
This site is best viewed with Internet Explorer version 5.5 and abiove .

Olir0ns - aifnonts Mo s of Monral basith Tofnomsrinn Torhnsiaa Fax this to the DMH ITWS
[ Tr— : _ : at (916) 654-3007.
ﬂt,"“ EC RO BETET G e B = A | Bm | Em | B

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Once you have submitted your enroliment request, you will see this enroliment
request screen.

PRINT this page.
SIGN and date the request next to your name as a USER.
SIGN and date the request next to your name as the APPROVER.

WRITE “1 am an Approver Designee for [write your county name here]
County, please link my Approver Account to my User Account.” on the
form.

5. FAXthe form to the DMH ITWS at (916) 654-3007.

»p w DR

PLEASE REMEMBER TO FAX YOUR SIGNED ENROLLMENT REQUEST TO
DMH ITWS. Your enrollment will not be complete until DMH has received a
signed copy of this request. You MUST indicate that you are an Approver
Designee for your county. Otherwise, your Approver Designee status will not
take effect.

27



= Mail From: "ITWS System (TEST)" <itws@dmh.ca.gov>
File Edit Wiew Actions Tools ‘Window Help

J ¥ lose EReply -~ ElForward - % v| 2 = & | B S,

Mail IProperties I Personalize I

The enrclment recuest for Minerva Reyes (IMBEEYES) has been recerved and 13 waiting
for approwval. You will recetve an email notification when your recquest has been
approved.

Frecquested on your enrollment confirmation page please remember to print, sign, and
fax your enrollment request.

To Re-Generate your enrollment request go to
hittpsfmhhtitws. cahwnet. gow/enroll/status. asp T serMName=MEETES and login with the
password selected during enrolliment.

IEyou have any questions please emal TTWS Support at thws@dmbha. state. caus.

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

You will receive an email confirmation.

28



Enrelling as an
WS User;

G0 16 the INWVSWWelsIte:
QIEEQSE Z/ R AT NS CELRIVRIEE €| )V//
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A Information Technology Web Services - Microsoft Internet Explorer

Fle Edt Wiew Faverites Took Help
@6Back ~ ) - [#] [@ (p D search < Favorites &) LY = e}
Address ‘@jhttps:#mhh\tws.cahwnet‘govﬂ VlGn Links @+

Information Technology Web Services
What's New ITWS Login

Important Notice for Microsoft Windows XP Service Pack 2 Users Usemame: \mhsaappraverad
Created: 10/6/2004 3:41:00 PM
Password:

If you have mstalled the Windows P Serwice Pack 2 (SP2); or, are considering installing it, please read the following
Enroll

notice
Forgat your Usernarme or Passward?

XP SP2°s new security features do not restrict the functienality of the ITWS. Howewer, certan functions will rpfuire
adding the TTWS as a trusted site, please click here to review the Online Technical Support item c. “XP SP2 - Did
you nofice the Information Bar?”

For any questions or problems, please contact the [II'WS Admimstration at 916-654-3117,

This site is best viewed with Inte;
“@mna California Departme

For Security Info

Explorer wersion 5.5 and ahove.
f Mental Health, Infarmation Technology

ation, click on the padlock

Log into ITWS with your existing Username and Password.

&] S & Inkernet

ENROLLING AS AN APPROVER DESIGNEE: EXISTING ITWS USER

To access the ITWS, go to the ITWS website at https://mhhitws.cahwnet.gov/

Enter your username and password and click on Login.
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Edit “iew Favorites Tools  Help

ack v ) - [€] [@ @0 O search Tt Favortes € [0+ Y

55 @ https:)fmhhtitws, cahwnet, govfibwsfhome, asp

Test Test
e Change Password
‘ MESE Welcome testmhsa

User Preferences

[ =) bl il

Your request has been ¢
Click on the buttons at the top to

System Messages
No New Messages

Created: 7/11/2006 10:42:26 AM

Quick Links

e Search

There are currently no MNew Messages

This site is best viewed with Internet Expl
ﬂ@zuw Califarnia Department of Ment

r version 5.5 and above

ealth, Information Technology

Go to UTILITIES and select “Request Additional Membership”

ps: jfmhhtitws, cahwnet . gov/itwsfaddmem . asp

2 @ Internet
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Edit “iew Favorites Tools  Help

ack v ) - [€] [@ @0 O search Tt Favortes € [0+ Y

55 @ https:ffmhhkitws, cahwnet, gov fibwsfaddmem, asp

H G0 Lnks * @

Requesthélditional Memberships EE
embershl
69 - Test County - Mental Health Services Act (MHSA)
——
Select “Mental Health Service Act
(MHSA)” from the list.
[ werify Additional Membership Request 1

This site: is best viewer with Internet Explorer version & & and abave
2@2004 California Department of Mental Health, Information Technology

Click on “Verify Additional

Membership Request”

2 @ Internet

ne
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Hit  View Favorites  Tools  Help

s D ¥ @ b POsearch TrFavortes @ (1v i OB

|@ https:/fmhhtitws cabwnet, govfitws/addmem,asp

Test, .. @ Test s
Request Additional Memberships le=y
Membership Request Verification
Approvers

afiaelipe A Bl ich box to continue.
B9 - Test County - Mental Health Services Act (M%g gsﬁ;‘a ) -

DCR Application (Interim) - 69 - MHSA
Hos,

DCR Application - 69 - M
DCR Download - 59 - MHSA
DCR Upload - 69 - MHSA

Optional Functions

Select your name as the

_ GoBak | Approver (an email request will

n Thiz site iz hest viewwed with Internet Explorer versiol automatha”y be generated When
L4@2004 Galifornia Dapartment of Mental Health, Tnfc auser requeStS memberShip).

Select which function(s) you will need.

2 8 Inkernet

-
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&) https:/imhhtitws.cahwnet.gov/enroll/default.asp?Page=6&Button=Submit - Microsoft Internet Explorer l._]@]ﬂ
I
U

File Edit ‘iew Fawvorites Tools  Help

QBack » ) - [¥] [ @ O search Favorites 4% LY - B
Address |&] https:fmhhtitws. cahwnet. govjenroldefault asp?Page=6EButton=Submit B ks > @
] Fop-up blocked. To ses this pop-up or additional options click here... X

ITWS Enroliment Request 4
User
Usemame: TESTMHSA
User Type: County Employee
Name: testmhsa testmhsa Please Print, Sign, have Approved and Fax
to (916) 654-3007

Title: Testing user
(State Dept. of Mental Health He)

Organization: Test County « CONTINUE (CLIGI TO ERIN
Address. somewhere s MORE INFORMATIOMN i
City/State/Zip: sacramento, CA 95818 ¢ RETURN HOME Sl g n yOU I name as
Eh 916) 555.2934 (The contact person acknowledges having read DhH [ ”
R (916) Letter Mo. 9902 regarding Confidentiality of Client th e User'

E-Mail: traci.fujita@dmh.ca.gov Information.)

Mozilla/4.0 (compatible: MSIE 6.0;

Windows HT 5.1; SV1; .HET CLR 1.1.4322) .
Enrallment 7,41.2006 10:37:59 AW Sig I"I‘ YL am? as
el the “Approver.

Browser

User Signature Date

testmhsa testmhsa

WRITE: “I am an Approver

Organization Approver Signature Date Designee fOf‘ [wr.inre your
69 - Test County David Garske Coun.ry name her‘e] Counfy,
e please link my Approver
System gﬁ:;i::: I;)"ym Date  Commer ACCOU“T 1-0 my User.
POQI | Perfarmance Qutcomes and Quality Irmprovernent Data System Accoun‘r_ "
This site is best viewed with Internet Explorer version 5.5 and abiove .

Olir0ns - aifnonts Mo s of Monral basith Tofnomsrinn Torhnsiaa Fax this to the DMH ITWS
[ Tr— : _ : at (916) 654-3007.
ﬂt,"“ EC RO BETET G e B = A | Bm | Em | B

ENROLLING AS AN APPROVER DESIGNEE: NEW ITWS USER

Once you have submitted your enroliment request, you will see this enroliment
request screen.

PRINT this page.
SIGN and date the request next to your name as a USER.
SIGN and date the request next to your name as the APPROVER.

WRITE “1 am an Approver Designee for [write your county name here]
County, please link my Approver Account to my User Account.” on the
form.

5. FAXthe form to the DMH ITWS at (916) 654-3007.

»p w DR

PLEASE REMEMBER TO FAX YOUR SIGNED ENROLLMENT REQUEST TO
DMH ITWS. Your enrollment will not be complete until DMH has received a
signed copy of this request. You MUST indicate that you are an Approver
Designee for your county. Otherwise, your Approver Designee status will not
take effect.
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= Mail From: "ITWS System (TEST)" <itws@dmh.ca.gov>
File Edit Wiew Actions Tools ‘Window Help

J ¥ lose EReply -~ ElForward - % v| 2 = & | B S,

Mail IProperties I Personalize I

The enrclment recuest for Minerva Reyes (IMBEEYES) has been recerved and 13 waiting
for approwval. You will recetve an email notification when your recquest has been
approved.

Frecquested on your enrollment confirmation page please remember to print, sign, and
fax your enrollment request.

To Re-Generate your enrollment request go to
hittpsfmhhtitws. cahwnet. gow/enroll/status. asp T serMName=MEETES and login with the
password selected during enrolliment.

IEyou have any questions please emal TTWS Support at thws@dmbha. state. caus.

ENROLLING AS AN APPROVER DESIGNEE: EXISTING ITWS USER

You will receive an email confirmation.
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RECAP of Steps #1 & #2

Download and complete the DMH County Approver Certification form
(MH3273).

Once your county director has signed! this, form, fax it to DMH at (916)
654-3007 .

DNV willfprecess this fiorm and sendlyoul an email confirmation
informing that youl have been| designated as;an approver.

Afiter receiving thist netification, configurer aceess; to the MEHSA system
ior yeurseli eithier oy, ennolling asia new User: or: by expanding youl
existing memhbership:

@ncelyou have requested membership fior yoursell, prnt out and sign
the WS Enreliment Reguest: fiorm: and fax it te) DM at (O46)) 654~
30017

BVIERWIlINIRkayeUisappreVEF CColRiE teNY/OUIRUSER accolnit andiaotily you
viaremall shaiyoeufheve heenigienied access e e MIEISATSystem and
may/ eI appreving OthER USErRS ol ol County:
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Navigating through the
MHSA Approver
Management SCreens

G0 16 the INWVSWWelsIte:
QIEEQSE Z/ R AT NS CELRIVRIEE €| )V//

MHSA APPROVER Management Screens:

1. Go to the ITWS website at https://mhhitws.cahwnet.gov/
2. Login with your Username and Password
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Edit “iew Favorites Tools  Help

ack v ) - [€] [@ @0 O search Tt Favortes € [0+ Y

55 @ https:)fmhhtitws, cahwnet, govfibwsfhome, asp

I e DMH - Ny ozt
| T Last Mental Health
System M [ Guick Links
No New Messages _l:l
Created: 7/11/2006 3:44:04 FM * Search
There are currently no MNew Messages « Transfer Files
Upload and Dovenload files
¢ DCR Application
DCR Application
This site is best viewed with Internet Explorer ver§on 5.5 and above
L4@2004 Galifornia Department of Mental Health, InNemation Technalagy
“ q ”
Go to SYSTEMS and select “Mental Health Services Act (MHSA)
ps: jfmhhtitws, cahwnet . gov/itwsfsystems. asprSysID=40 é & Internet
]
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A Information Technology Web Services - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qsak ~ O - W 2 @0 O search 77 Favorites & - - e}

Address ‘@ hittps: fimhhtitws  cabwnet.govwfiws/home. asp Vl Go  Links *

EEX
f ,l't

& -

ams | Information | Functions Support

Welcome MHSA Approver 34
Last Online: 2/7/2006 11:17:48 AM Email: minerva.reyes@dmh.ca.gov

System Messages Quick Links
No New Messages
Creatsd: 7/10/2006 10:18:27 AM s Search

There are currently no New Messages

This site is best viewed with Imternet Explorer version 3.5 and ahove.
H@ZDM Galifornia Department of Mental Health, Information Technslogy

&] Done S & Inkernet

MHSA APPROVER Management Screens

Home Screen:

You will be able to:

*View System Messages

*Access the DCR Application

*Upload/Download data and/or reports (for authorized users)
*Access the Approver Management screens
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A Information Technology Web Services - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@6Back ~ ) - [#] [@ (p D search < Favorites &)

Address ‘@ https: fimhihtitws  cabwnet, gov fibws/home. asp

- @-0D@

VB eo ks ? @~

Welcome MHSA Apt Change Password

Last Online: 72/7/2006 11:17:48 AM

Email; UserPreferences
System Messages

User Profile (Contact Information)

Quick Links
No New Messages Request Additional Membership —:l
Created: 7/10/2006 10:18:27 AM — o Search
There are currently no New Messages

nrall from I Ty

This site is best viewed with Imternet Explorer versiop.3 and shove.

H@ZDM GCalifornia Department of Mental Health,

ormation Technology

Go to UTILITIES and select “Approver Management”

@ https:fimhhtitws, cahwnet gov/itws/approvers, asp

S & Inkernet

MHSA APPROVER Management Screens:

Under the Utilities tab, select Approver Management.
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2 Approver Management - Microsoft Internet Explorer: ‘:”E‘El
File Edit View Favorites Tools Help e

@6Back ~ ) - [#] [@ (p D search < Favorites &) LY = e}
Address ‘@j https: fimhhgitws, cahwnet, gow/ibws)approvers. asp Vl Go  Links * @ A
Information | Functions Support |

(Return 1o Prod] AP prover Management

System Functions

User Functions

L et Ty

Pending Requests (1 Groups (2) - Add Group
T

sel e e Organization Title Date i
Sheila Kerr Pending Enroliment DWH-IT MHSA Contractor 1452008 8:18:00 AM This is the county group for
County 89
test county.
nrolled Users (2) Provider 1234 This is some cool provider
Naime = Approved
Davidd Garske  Consulting Apr 14 2006 11:148M by David Garske

Ken Schallno  Staff Programmer  Dec 16 2005 9:024M by Ken Schallmo

This site is bist viswedl with Internet Explorer version 5.5 and akiove
L4©2004 california Department of Mental Health, Information Technslogy

&] S & Inkernet

MHSA APPROVER Management Screens

Approver Management MAIN PAGE:
This is your Approver Management main page. Here you will be able to:

*View pending requests, available groups, and enrolled users.
*Approve pending MHSA enrollment requests

*Add Groups (NOTE: You MUST add, at least, ONE group before approving any
pending requests.)

*To add a new group, click on the Add Group link in the upper right-hand
side.
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STEP # 3

Creating| a Master Group

Go te the WS website:
bRSE/ /i RiWSICaIWRE ROV

42



Master Group

» Each county Is allowed ONE MASTER
GROUP

¢ VIASTER GROUP = access to ALL data

¢ Master group MUSI e named acecording
te the fellowing iermat:

sVasterinsers cotnby/ namehere | Eroupr

¢ DE NOIF start thername: oif any: ONFER
greup Withr thewerd “\Viaster: =
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| Approver Management - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qsak - O - W B @ Lseach Frravoites & (- OB

Pending Requests (1)

Name / Title
Davidd Garske  Consulting

Address ‘@ https: fimhhgitws, cahwnet, gow/ibws)approvers. asp Vl Go  Links * @ A

User/  Request Type Organization Title Date
Sheila Herr Pending Enroliment DWMHAT MHSA Cortractor 1/5/2006 8:16:00 AM This is the county group for
County 69
test county.
Enrolled Users (2} Provider 1234 This is some cool provider

Ken Schallno  Staff Programmer  Dec 16 2005 9:024M by Ken Schallmo

(Return 1o Prod] AP prover Management

System Functions

Groups (2) - Add Group
T

Approved
Apr 14 2006 11:148M by David Garske

This site is best vievwed with Internet Feplorer version 5.5 and above

H@zoua California Department of Mfeal Health, Information Technslogy

Click on ADD GROUP link

S & Inkernet

Creating a Master Group

On the Approver Management main page, click on Add Group
(NOTE: You MUST add, at least, ONE group before approving any pending

requests.)
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2 Groups - Microsoft Internet Explorer ‘;”E‘gl
[

File Edit View Favorites Tools Help

Qoack ~ ) [{ @ (0 Pssach TrFavoites £ (0- fa -0

Address ‘@ https: fimhhgitws, cahwnet, gow/ibws/approvers, asp?GrouplD=-1 Vl Go  Links * @ A
Infarmation | Functions

[Réfurnto Prod) GFOUPS
Group Information
Add New Group

Mame: | |
Max Len=100

Description
Mg Len=4000

Add new Graup
Return

This site is best viewed with Internet Explorer version 5 Rand above
[4©2004 California Department of Mental Health, Informat\n Technslogy

Add the Group Name and
Description

Click on “Add new Group”

NOTE: DO NOT start the name of any other group with the word “Master.”

&] Done S & Inkernet

Creating a Master Group

ADDING GROUPS:

1. Enter the name of the group: “Master [insert county name here] Group”
2. Enter a short description of the group.

3. Click on “Add new Group.”

NOTE: DO NOT start the name of any other group with the word “Master.”
Each county is only allowed ONE MASTER group.
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Groups - Microsoft Internet Explorer

File Edit  Wiew Favorites Tools  Help

eBack S > | @ @ .\ ,OSaarch <% Favarites 8| - & E - ﬁ

Address @ hitps: }imhhtitwes .cahwnet .gov fitws approvers, aspFGrouplD=-1 v| i
B Test Test
Test Test Test

Test

Test Test = oz
Group Information

Add New Group

Marme: |Master Sacramento Group |
bz Len=100

o This is the master umbrella group for the
Description: |county. Any user assigned to this group will
Mas Len=4000 |have access to all FSP data for the county |

[ Group requires county reviewy grior to releasing assessment for DMH's use.

Crmmronn D
———————

Return

This site is best viewed with Internet Explorer wersion 5.5 and ahove.
ﬂ@znm Califarnia Department of Mental Health, Infarmation Technalogy

Creating a Master Group:

After entering a name and brief description of your group, click on the Add new
Group button.



a Groups - Microsoft Internet Exploren

File Edit Wiew Favorites

O Back ~ )

> | \ﬂ Iﬂ 0 search i Favorites 48

Tools  Help

B §-068

Address |@ https:){mbhtitws. cahwnet.goviitwsfapprovers. asp

v
Information I Hili t t

Gn

Groups

Group Added
Mame: Master Sacramento Group

Description: This is the master umbrella group for the county. Any user assigned to this group will have accese to all FSP data for the county
Group requires county review and approval prior to releasing assessment for DMH's use

WView Group

This site is best vieweed with Internet Explorer version 9.5 and above.
L4 @2004 california Department of Mental Health, Information Technalogy

Adding a Master Group:

You will see confirmation that the group has been added. Click on Return to go
back to the main page.



Approver Management - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qoak ~ O - ¥ B @0 Oseach rFavoites £ (3- i DR

Address @] hitpssjimbhtitws.cahwnet gov/iws{appravers.asp

B s » &

g Requests (2)

User / Request Type
County Person Peneing Enraliment
Minera Reves Pending Erraliment

Organization

Enrolled Users {4)

Name / Title Group

Ken Schalimg Staff Programmer (e sielL s (5] S5RLE=0
Graup &

MHEL Approver  MHSA Approver  Sacramento MH Services

aa 34 Group A

MHSA lserl  MHSA Tost User 1 oo amenta b Services
Group

Traci Fujta RPS Missing

34 - Sacramento
34 - Sacramento

Approver Management

Title
Admin Assistant
Research Analyst

Role

State System Administrator (S54)
Partnership Service Coordinstor
(PSC)

Partnership Service Coordinator
(PSC)

County System Administrator
(C58)

This ste is best viewsd with Intermet Explorer version 5.5 and above
2@2004 California Department of Mental Health, Information Technalogy

Groups (3) - Add Group
Date Submitted Name # Description
B/22/2008 12:59:00 PM Sacramerto Mental Health
FHO2006 10:37:00 AM Sacramento MH Services Group &, Data
Services Group & entered by this groug requires
county approval betor ..
This group does not require

Approved gacr_amemu MH

This iz the master umbrel
Master Sacramenta group for the county. Any
Group user assigned to this group
will have access t

Dec 16 2005 3:024M by David Garske

Jun 14 2006 5:12PM by David Garske

Jun 20 2006 2:34PM by MHSA, Approvel

Jun 29 2006 11: 2080 by MHZA
Approver 34

&) Dons

S 4 Internet

Adding a Master Group:

On the main page, you will now see your Master County Group under Groups.
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STEP #4

Enrolling Other County
Users inte the I'MTWS
System

G0 16 the INWVSWWelsIte:
QIEEQSE Z/ R AT NS CELRIVRIEE €| )V//

49



Two ways to enroll into ITWS:

1. Enroll as a NEW user

2. Enroll as an EXISTING user

50



Enrolling as a user in ITWS:

Follow the steps outlined above
fior NEW users

- OR —
Follow, the steps outlined alboeve
fior EXISTING users

WHEN the USER reaches the last
StEP !

Enrolling as a user in ITWS:

Follow the steps outlined above
for NEW users
-OR -

Follow the steps outlined above
for EXISTING users

WHEN the USER reaches the last step... STOP! No further action is required from
the user. The approver designee completes the enrollment process by reviewing
and approving the pending request.
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A https:/fmhhtitws.cahwnet.gov/enroll/default.asp?Page=6&Button=Submit - Microsoft Internet Explorer k
File Edit ‘View Favorites Tools Help w

Qsak - & - ¥ & b P seach Favorites 42 - & - [}
Address ‘@1 https:f/mhhtitws  cahwnet, gov/enrolfdef aulk. asp?Page=62Button=Submit V‘ Go | Links * @ -
ITWS Enroliment Request y

User
Username: MREYES
User Type: County Employee

Marne: Minerva Reyes Your enroliment request has been received
Title: Research Analyst and a confirmation email has been sent
Organization: Sacramento you and the approver. Your approvs
Address: 1600 9th Street complete the enrollment proces

* RETURM HOME

City/State/Zip: Sacramento, CA 95828 T ——————

Fhaone: {916) 654-3685
E-Mail: minerva.reyes@dmh.ca.gov Infarmation.)

Mozilla/4.0 (compatible; MSIE 6.0;

Browser: windows T 5.1; w13 HET CLR 1.1.4322)

Enrollment 7.7 2006 9:17:07 AM
Date:
User Signature

Minerva Reyes

Organization Approyp Date
34 - Sacramento
Access to optional
functions:
MHSA DCR Applip

State DMH Use Only

System
WHSA | MWental Health Services Act (MHSA)

Verified and Entered by Date Comments

&] Done 1<) S & Internet

The county user enrolling in the ITWS/MHSA System does NOT have to print/sign
this form. Once the user hits the submit button, an email automatically gets sent
to the user and approver designee(s) for the county.



= Mail From: "ITWS System (TEST)" <itws@dmh.ca.gov>
File Edit Wiew Actions Tools ‘Window Help

J M cose ElReply - ElFormard - % v| e = Sy | B S,

Mail IProperties I Personalize I

The enrolment recuest for Minerva Reyes (IMEEYES) has been recerved and iz waiting
for approval. You will receive an email notification when vour recquest has been
approved.

Frecuested on your enrollment confirmation page please remember to print, sign, and
fa vour enrollinent request,

To Re-Generate vour enrollment recuest go to
httpsifmhhtitws, cabwnet. gov/enroll/status, asp T serlame=MEETES and login with the
password selected durng enrollment.

If wou have any questions please emal TTWS Support at thwsi@dmbha. state. caus.

The new user will receive an email confirmation.

The Approver Designee(s) will also receive a copy of this email.
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STEP # 5

Approving Pending
Reguests for MHSA
System Membership

G0 to the WS wepbsite:

QIEEQSE Z/ R AT NS CELRIVRIEE €| )V//
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= Mail From: "ITWS System (TEST)" <itws@dmh.ca.gov>
File Edit Wiew Actions Tools ‘Window Help

J ¥ Close Reply - EForward - 5 v| W 4 5 | ]

Mail IProperties I Personalize I

The enrclment recuest for Minerva Reyes (IMBEEYES) has been recerved and 13 waiting
for approwval. You will recetve an email notification when your recquest has been
approved.

Frecquested on your enrollment confirmation page please remember to print, sign, and
fax your enrollment request.

To Re-Generate your enrollment request go to
hittpsfmhhtitws. cahwnet. gow/enroll/status. asp T serMName=MEETES and login with the
password selected during enrolliment.

IEyou have any questions please emal TTWS Support at thws@dmbha. state. caus.

When there is a PENDING approval, ALL Approver Designees for the county will a
‘carbon copy’ of the email confirmation sent to the enrollee.

Once the Approver Designees receives the cc of this email, they must go log on to
the ITWS and review the pending request.
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A Information Technology Web Services - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qsak - O - W B @ Lseach Frravoites & (- OB

Address ‘@ https: fimhihtitws  cabwnet, gov fibws/home. asp

VB eo ks ? @~

\

Welcome MHSA Apt Change Password
Last Online: 7/7/2006 11:17:48 AM Email: UserPreferences
St s User Profile (Contact Information) Quick Links
No New Messages Request Additional Membership
Crested: 7/10/2006 10:18:27 AM = Q M‘:l
There are currently no New Messages

feEnrall from I T
This site is best viewed with Imternet Explorer versiop.3 and shove.

H@ZDM GCalifornia Department of Mental Health,

ormation Technology

Go to UTILITIES and select “Approver Management”

@ https:fimhhtitws, cahwnet gov/itws/approvers, asp é # Inkernet

TO REVIEW PENDING REQUESTS:

Login to the ITWS, under Systems, select Mental Health Services Act.

Under the Utilities tab, select Approver Management.
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| Approver Management - Microsoft Internet Explorer

File Edit View Favorites Tools Help ;’
Qoack ~ ) [{ @ (0 Pssach TrFavoites £ (0- fa = e}
Address ‘@ hittps: fimhhtitws  cabwnet.govw fibws/approvers.asp Vl Go  Links * @ A

Pending Requests (2}
Request Type Organization Title Date Submitted

Pending Enroliment 34 - Sacramento Admin Assistant £/22/2006 12:59:00 PM
Pending Eriraliment 34 - Sacramento Research Analyst 741052006 10:37:00 AM

lame / Description

Sacramento Mental Health

Sacramento kH Services Group 4. Data

Services Group & entered by this group requires
coLnty approval befor...

Sacramento MH This group does nat reguire

Services Group B approval from courty

Enrolled USersld
Name / Title

Ken Schalimd Staft Programmer e Bl FanEEs

Group &
MHEA Approver  MHSA Approver  Sacramento MH Services Partnership Service Coordinator
Y 34 Group A PsC) Jun 14 2008 5:12PM by David Garske
MHSA User WMHSA Test User 1 Sacramento MH Services Partnership Service Coordinator — Jun 20 200882 34PM by MHSA Approver
T Group & PSC)
. Courty System Administrator Jun 29 2006 ;2040 by MHSA,
Traci Fujta RPS Mizzing (€S8 Approver 34
This site is best vieved with Internet Explorer version 35 and shove.
H@znna Galifornia Department of Mental Health, Informktion Technslogy
Pending requests are shown at the top of the
Approver Management page.
&] S & Inkernet

REVIEWING PENDING REQUESTS:

On your Approver Management main screen, you can see there are 2 pending
requests.

To review the request, click on the users name.

NOTE: You will see your own name here under pending requests. After setting up
your master group, you must approve yourself.



crosoft Internet Explorer

File Edit View Favorites Tools Help

Qsak - O - W B @ Lseach Frravoites & (- - OB

Address ‘@ hitkps: fimhhtitws cabwnet.gov/itws/approvers. asp?UserID=1721

est User Iniormation - Return to Main Paj é:

S
)

===

User Groups -

e
User Information
User Detal Name / Description Remove

wEEEme. MREYES Ho Foundl!

First Name: Minerva

e R
Title: Research Analyst

Organization: 34 - Sacramento Name / Description Remove
Email Address: minerva.reyes@dmh.ca.gov Ho Found!
Address: 1600 Sth Street

City: Sacramento

State: CA
Zip: 95814

Phone: (216) 654-3885
Fax

Edit Information .|

user Memberships

1 Memberships Page 1 of 1 Rows per page
System / Organization Functions [ pata Access [ system Access
MHSA 34 - SacramentoDCR Application, DCR Download, DCR Upload [[] Remove Data Access [ Remove System Access

Remave

3

S & Inkernet

REVIEWING PENDING REQUESTS:

*Pending Requests
*User Information
*User Memberships
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User Information

User Details

Username:
First Mame;
Last Name:

Title;
Organization:
Email Address:
Address:

City;

State;

Zip:

Phone;

Fax:

MREYES
Minerva

Reyes

Research Analyst
34 - Sacramento
mingerva.reyesi@dmh.ca.gov
1600 Sth Street
Sacramento

CA

95814

(916) B54-3685

Edit Information

REVIEWING PENDING REQUESTS:

Under User Information,
review that the
information is correct .

Under User Information, review that the information is correct.

59



User Memberships

1 Memberships Page 1 of 1 i
System / Organization Functions [ ] pata Access []system Access
MHSA 34 - Sacramento DR Applicstion, DCR Dovwnlosd, DCR Upload D Remove Data Acced |:| Remove System Aocess

Remaove |

TO A REQUEST:

Under User Memberships, carefully review the “functions” the user
has requested. In this case, the user is requesting access to the
DCR and ability to upload/download county data.

If for any reason the information above is not correct, you must
deny the entire request and have the user re-enroll with the
correct information.

Be sure to write down the users contact information before denying
the request so that you may contact the user.

To deny the request, check the “Remove System Access” box and
click on the REMOVE button

TO DENY A REQUEST:

Under User Memberships, carefully review the “functions” the user has requested.
In this case, the user is requesting access to the DCR and ability to
upload/download county data.

If for any reason the information above is not correct, you must deny the entire
request and have the user re-enroll with the correct information.

Be sure to write down the users contact information before denying the
request so that you may contact the user.

To deny the request, check the “Remove System Access” box and click on the
REMOVE button
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Pending Requesis

Pending Enrollment request for 34
Role:

Group:

Approve Request

TO A REQUEST:

If all the information is correct, assign a group and then approve the
request by clicking on the Approve Request button.

Once you approve the request, an email will be sent to the user stating
that their request has been approved. The user can then login and
access the system.

Do NOT assign ROLES at this time. This will be discussed in further
detail when the enhanced DCR is made available.

All users must be assigned to a group in order to access the system.

TO APPROVE A REQUEST:

If all the information is correct, assign a group and then approve the request by
clicking on the Approve Request button.

Once you approve the request, an email will be sent to the user stating that their
request has been approved. The user can then login and access the system.

Do NOT assign ROLES at this time. This will be discussed in further detail
when the enhanced DCR is made available.

All users must be assigned to a group in order to access the system.

Users can only belong to one group.
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G Mail From: “ITWS System (TEST)" <itws@dmh.ca.gov>
File Edit View Actions Tools Window Help

J 3 Close EIReply ~ SlForward - 3 v| = = Eh | = IV |E»

Mail IProperties I Personalize I

The enrollment request for testmhsa testmhsa (TESTWMHSA) has been approved. To
enter TTW 3 go to https/'mhhtitws. cahwnet. gov.

Ifyou hawve any questions you can emall TTWS Support at trws@dmb ca gov.

Once the Approved Designee approves the request for the MHSA System, the user
will receive an email. At this point, they can now access the ITWS using their
username and password.



= Mail From: "ITWS System (TEST)" <itws@dmh.ca.gov=
File Edit View Actions Tools Window Help

J ¥ Close Reply - IQFor\'\\lan:l - 9 v| Er 4 5| Ed

Mail IProperties I Personalize I Save

Tour ITWS Account (MEEYES) has been disabled. You will not be able to login unless
an ITWS administator enables yvour account. You have been disabled because the
approver MHZA Approver 34 removed all your TTWS privileges. If vou have any
questions, please contact MHSA Approver 34 at minerva reyes@dmh ca gov or TTWS3

Support at tws@dmb.ca gov

REVIEWING PENDING REQUESTS:

If you deny the request, the system will automatically send the above email to the
user.

You must contact the user with the reasons why their account was not approved.
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Next Steps

Download and complete the DMH County Approver
Certification form (MH3273).

Have your county director sign this form & fax it to
DMH at (916) 654-3007 .

After receiving confirmation from DMH that you have
been set up as an Approver in the ITWS system,
configure access to the MHSA Data System for
yourselifi either by enrolling as a new user or by
expanding your existing membership. (Note:
Remember te print out and sign the I'MAS
Enreliment Reguest form and fax It to) DM at

(©16) 654-300i7.) DVH stafiiwill netify, yeou via email
that you have been granited access to the MEHSA
Systen.

Log mterthe INWSHVIESATData System and set up 2
Viaster Groupl o youl coumity:

ReguEst yourusers torenrelliinite the NS te
reguest access to) the MIESA Datal Sy stem.

Begin approving/Zdenying users e the MHSA Data
Sy sten:

RECAP

Step #1: Download and complete the DMH County Approver Certification form
(MH3273).

Step #2: Have your county director sign this form & fax it to DMH at (916) 654-3007.
Step #3: After receiving confirmation from DMH that you have been set up as an

Approver in the ITWS system, configure access to the MHSA Data System for yourself either
by enrolling as a new user or by expanding your existing membership. (Note: Remember to

print out and sign the ITWS Enrollment Request form and fax it to DMH at

(916) 654-3007.) DMH staff will notify you via email that you have been granted access to the
MHSA System.

Step #4: Log into the ITWS MHSA Data System and set up a Master Group for your
county.
Step #5: Request your users to enroll into the ITWS to request access to the MHSA

Data System.

Step #6: Begin approving/denying users for the MHSA Data System.
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DMH Performance Outcomes Contacts
POQI Support: POOI.Support@dmh.ca.qov

Phone: (916) 653-4582

Phone: (916) 654-3115

Email: Candace.Cross=-Drew@dmh.ca.qov. Email: Marti.Johnson@dmh.ca.qov.

Phone: (916) 653-3300

Phone: (916) 654-3560
Email:  Alice.Chen@dmh.ca.aoV,

Email: Tiraci Eujita@dmh.ca. oy,

Phone: (916) 654-3291

Phone: (916) 654-3685
Emails  Minemna:ReVes@dimi:caraey,

Email: BiiendarGolladay@diminrcaraey,

Phone: (©16) 6544612

Phone: (916) 653-3517

Ennlellls Calrlsitlne Baei<@)elnninl ezl olo)V

Enplellls Sitdonlzinlie @ renielai4@)elnnlnl. ozl el0)V/
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